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1. TO (Complete the address for the records center serving your area as shown in 36 5. FROM (Enter the name and complete mailing address of the office retiring the records. The signed receipt of
CFR 1228.150.) this form will be sent to this address)
Federal Records Center
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INSTRUCTIONS FOR COMPLETION OF STANDARD FORM 135

FOR COMPLETION BY THE TRANSFERRING AGENCY

Iltems 1, 2, 3 and 5 aself-explanatory. Specific instructiofe item 6are as
follows:

Col.
Accession Number A separate accession number is requird for sacies of records
listed onthe form. Aseries consists of recordisvingthe samelisposal authority and
disposaldate that are transferred together to the records center. the accession number is
entered in three partspnsisting of:

(@) The NARA record group numbeassigned tahe records of thegency making the
transfer;

(b) Thelasttwo digits ofthe currenfiscal year; and

() A four digit sequential number obtained in advance from the records center.
(Arrangementsmay be madewith the center to have these numbassigned by the

Code Restrictions
Q Q securityclassification
T Top Secret securitglassification
S Secret securitglassification
C Confidential securitglassification
R Restricted use--witnessed dispasat required

(specifiy in column (f))

W Restricted use--witnessed dispasjuired
(specifiy in column (f))
N No restrictions

(h) Disposal Authority. For eachseries of recordsgite the agency schedule and
specific itemnumber athorizing disposal. Citéhe NARA disposaljob anditem
number if it has not been incorporatatb an updated agency schedule.

(i) Disposal Date. Applying the disposal authority previously cited in colun(im),
enter the month and yeanarhichthe records may be destroyed.

agency records officer or othefficial.) FOR COMPLETION BY THE RECORDS CENTER
(d) Volume Enter thevolume in cubic feet of each series of recdrdimg tansferred. Item 4 isself-explanatory. Specific instructiofer item 6are adollows:
Col.

(e) Agency Box NumbersShow thednclusive boxnumbers for eackeries of recordseing
transferred. The agency shalhumber each cartasequentially as follows: 1 &5, 2 of
25, 3 of 25, etc. (Each neseries of records shoulgegin withcarton number 1.) To
facilitate control ofthe records and future reference service,atency also shathark
each containewith theassigned accessionumber prior to shipment.

(f) Series Description Describe the records infaient detail to allowthe records center to
check for properapplication ofthe disposal schedule. Inclusidates of the records
should be indicated. Shathe organizationatomponent that created the records when it
is other than that shown item 5.

(g) Restriction Enter one of théollowing codes to show eestriction oruse of the records.
Restrictionsther than (or imdditionto) securityclassificationssuch adimiting access to
certain agency officialsare to bespecified by astatement in theSeries Description
column(f).

() Location Therecords center annotates thieelf location ofthe first carton for
each series of records.

(k) Shelving Plan. Therecords center enters the appropriate code fEtwap. 7-10h,
NAR P 1864.1A, to refledhe type of container iwhichthe records are retired.

() Container Type The records center enters the appropriate code from Chap.
7-10h,NAR P 1864.1A, to reflecthe type of container iwhich the records are
retired.

(m)Automatic Disposal Therecords center enters either Y (yesindicate automatic
disposal applies oN (no) indicating that the agency wishes to receiwdisposal
concurrence notice prior to destruction thie records. Automatic disposal is
applied onlywhen previously agreedpon by theagency.

Use Standard Form 135-A, Records Transmittal and Rem@igihaution, wheladditional
space is required fdisting records data.
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